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SECRET : Wﬁ AVS

DATE 11 May 1960
TO -
FROM  : Chief, For Best Divisica
General - Recoxds

SUBJECT «
Specifiie - Disgpoaltion Guide for Stetion Recoxds

REFEHRENCE : |

is Chapter 111, paragrapk B, of the reference Havdbook provides i
rabeaticn stendards for decumenits vhlch record sebivities wi;/ 25X1
1 a: .

cpexailons &5 well 28 broad dispositica stendesds J0x aou-zecord
ments., It cleayly Tizes the responsibllibty on Stetion awd Base Chief '

‘/fqr reducing thelr peper holdings to wefyl and panagesble size. The

attached Disposition Cuide for Auxllisry Paper Holdings is desigped as
a gsupplencol to the Handbook to be uzed or sdjusted o £it your marticulay

peeds as Fou /m;nmie‘?z@r appxoprinte,

2. The lmporitznce of propey uwspe and ddspusition of records 25X '

iz lncrensingly vecogeized and rogquires etlention on the part of il
responaible o«ificials. Addressec Chlefs of Statlion are reguested to
eagure that all stetlion perscanel are awere of their individunl responel-
bBilitdes, not caly fox dlsposition of outdated records but ss regurds

\/;m erpebion of wnnecsspary records. (In this copasctlcm, aote povegresh
3 ;

of FE|

3. Cmpter 111, paremrzayh &, A of the refevence Fandbook yequires
en anpuel lvventory of poger boldings. Field steficns should take '
sdvantage of this zonvael inventory 4o purge files of 81} uselecs and
warginal paper. The atiached Dicposition Guide sbould be used in eon-
rection with thiz perge as a echedule of muintensnee limits for all
atetlon yocordsy Note that the schedwle gives only svggested redtenition
pericds; Chiefs (-l Station may eabe odivebaenie ©o £it thoir izdividus)
station noeds. Jiovever, the Disposilticn Ouide es adjusted should be
e ppudatory in the Staliion.

L. HNeither the reguired iuveniory nor the atteched Disposition
Guide applics 1o hoidings of overt wuiexiele sifice The voluZ or =t
need for such prpers vavies Wido.ly DRLUCE oy snd basss. Such
kolddngs should, of course, be purgsd ot the gewe Lime en [ Jeecoxds og5x1
aad mot alloved o absorb useful spacz weduly. Maxirus retention peviods

for suchk moiterizl chould be cateblished to £it the needs of each station, C../ K

and this schedule showld bo wade am eddition to the amended Dispesition
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3o Addxesaets are pequieted to lncinde with the sansual inventory

& record of Lpe smteriad varged during Lo invmfurm Including G-mr‘*

woterial. Puorges of sny scasiderable volume (one 5y wore !.‘:.nmr feet
ing the yesir saculd also oe veported 1o fdeadousrters.

. 1% ks requested Ymi “he zﬁ.x"s‘t‘, anmal loventory de bempin pa

moCrs mm possivie sfter rm«'zipt| | This and pub- STAT
gzt Inventories should s f TeBAqUATLETE pracT &0 June 30 of esch '
Jesr. AViached sare coples of form 1719, 1o be used in preparing your
Lii w0y reonyd

o dn the future o reqiesis for saditionsl sefes {(other than for

Lra eyl mﬂmu, of defeciive wuipment) will be approved without a
4 Prow tae “hief of Setion that his records are beiug waintsined

cancm #1th the Tlspreition Gulde sp amendss rzy Bim end tost 7ile
_mmg&a m % Deen conducted ag necesasry.

25X1 % Chapter 111 |1¢ considered s veivable ducuwent
for study. not only a® regaris records dispositios » but elso, recopis :
cremtion acd wminteomnow. It ik requested that sddressee hiefe of Siation
wnsure that all stetion perionsel read this document.
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